Announcements:

o July1
Happy New Year!

o July 4
Independence Day

o July 21
National Ice Cream
Day

o July 24
Amelia Earhart
Day

o July 26
System
Administrator’s
Day
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Twenty Questions

Purchasing receives questions all the time regarding how to buy an item. As you have
probably noticed, our answer is usually “it depends”. As in most things in life,
Purchasing is not black & white but gray. Questions are asked in turn. And as the
information progresses from the generic to the specific, we are better able to provide a
solid answer. Next time you call or e-mail Purchasing, be prepared for our game of
“T'wenty Questions”.

1) What is the funding source? e.g. State, Grant, Private?

2) What is being purchased? As always, State Use items are mandatory.

3) Waiver needed? Check with University Printing, Facilities, or

Telecommunications depending on the item.

4) What is the total cost? $5000 is the magic number.
5) Does this cost include freight, installation, training? See #4.
6) What about warranty and/or maintenance?
7) Is there a particular brand or type being considered?
8) If grant funds, is item/service specifically identified in the grant award?
9) Is the item available through an existing contract?
(0}

10) Is the preferred vendor an international source, a government entity, a fellow

university, or a K-State affiliate?

11) Is it a one-time purchase or an on-going need?
12) What does it have to do, e.g. minimum requirements?
13) What is the timeline?

15) Are the duties of an independent contractor or an employee?

16) Will payment involve BPC, partial payment, direct deposit, or net 30?

17) Do you want the ability to negotiate?

8) Is travel involved? e.g. registration, plane tickets, car rental. Accounts Payable’s

Travel Section is the one to visit.

19) W-9? Accounts Payable processes the form, receives vendors’ W-9’s and sends
out K-State’s W-9.

20) Disposing of University property? Purchasing is involved when equipment is a
trade-in against a purchase. Otherwise, FRAM is the office to consult.

)
)
)
14) Is it a special situation, e.g. sole source, emergency, auction?
)
)
)
)

1

Welcome Julie Wilburn, new Procurement Officer Il

Julie grew up in Atchison, KS and moved to the Manhattan area in 1980. With
husband Ed, she has three grown children and one granddaughter. In 1995, she
accepted a position in the KSU Financial Services Department and has worked in
financial services since then. Julie enjoys spending time with family and friends,
especially her granddaughter, Megan. She also enjoys cooking, shopping, and playing
cards.

Julie’s phone number is 2-1859 and her email is jwilburn@k-state.edu. Join us in
welcoming her to the department.
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